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How to Create an Offer in  
GSA’s Requirement Specific Acquisition Platform (RSAP) 

 

After registering in the Lease Offer Platform and logging in to RSAP, click Add New Property and then enter the 
solicitation number on the following page: 

 

Click ‘Create Offer’ to proceed. 
 

Note: Required fields are marked with a red asterisk (*). Red text and information buttons have been added to the workflow to provide further instruction. 

This workflow populates the required information needed to submit a complete offer to the government. GSA forms 1364-Proposal to Lease Space and 
1217-Lessor’s Annual Cost Statement will be auto-populated as a result of your inputs. You do not need to manually fill out these forms to complete your offer.  
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Complete the Building Information page: 
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Click ‘Save Page’ to check for errors and save the page. 
Click ‘Next’ to save the page and proceed to the Space and Parking section. 
Note: After this page has been successfully saved, the offer record will be available for you to access and edit from the RSAP Homepage. 
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Complete the Space and Parking page: 
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Click ‘Save Page’ to check for errors and save your inputs. 
Click ‘Next’ to save the page and proceed to the Operating & Ownership Costs section. 
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Complete the Operating & Ownership Costs page: 

 

 



 Page 8 

  



 Page 9 

 
 



 Page 10 

 

Click ‘Save Page’ to check for errors, calculate lines 23 and 29, and save your inputs.   
Note: Operating expenses should be entered as total annual figures for your entire building, as well as the specific space being offered to the government.  
 
Click ‘Next’ to save the page and proceed to the Lease Terms & Conditions section.  
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Complete the Lease Terms & Conditions page: 
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Click ‘Save Page’ to check for errors and save your inputs.   
Click ‘Next’ to save the page and proceed to the Rates section. 
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Begin to complete the Rates page: 

 
Note: Operating Costs are auto-calculated based on your inputs on the Operating and Ownership Costs page. 
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Click ‘Enter/Edit TI’ and enter Tenant Improvement information:    

 

Click ‘Save & Close’ to save your inputs. 
 



 Page 16 

Click ‘Enter/Edit BSAC’ and enter Building Specific Amortized Capital information: 

 

Click ‘Save & Close’ to save your inputs. 
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Answer the remaining questions on the page:  

 

After your shell rate, Tenant Improvements, and Building Specific Amortized Capital are entered, this page will calculate your total annual rent when you click 
‘Save Page.’ 

Click ‘Save Page’ to check for errors and save your inputs.   
Click ‘Next’ to save the page and proceed to the Property Owner Page. 
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Complete the Property Owner page:    

 
Note: Regarding #6, if selecting ‘Agent’ or ‘Other’, you must submit authorization from the ownership entity to submit an offer on the ownership entity’s behalf. 
Click ‘Save Page’ to check for errors and save your inputs.   
Click ‘Next’ to save the page and proceed to the Attachments section. 
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Complete the Attachments page: 
As you moved through the workflow and entered information, the data was auto-populated into required GSA Leasing Forms that become part of the Lease 
Package. These documents are Form 1364-Proposal to Lease Space and Form 1217-Lessor’s Annual Cost Statement. These documents will appear on this page in 
the section titled “Auto Generated Forms.” To review these documents,  click on the magnifying glass icon to the right of the attachment name. If you wish to 
edit the information these forms contain, you will have to return to the workflow to make the updates. 

Add additional Offer Attachments by selecting the attachment type, clicking ‘Choose File,’ selecting the attachment 
from your computer, and clicking ‘Attach.’  When successfully uploaded, the attachment will be in the Attachments 
Ready for Submission list.   
Refer to the RLP to determine which attachments you will need to submit with your offer.  
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Click ‘Save Page’ to check for errors and save your inputs. 
Click ‘Certify Offer’ to proceed to the Acknowledgements Page. 
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Complete the following page and click ‘Submit Offer’ at the bottom: 
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Check your email to confirm that your offer has been successfully received:   

 
 

 


